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Cou o | OpFicE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE * * | OFFICE OF THESECRETARY dr STATE
RECORDS MANAGEMENT DIVISION

INST RUCT IONS See Pubhcatlon No 76—-9M— for mstruct:ons on cornpletlng this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Camtol Avenue At!anta Georgia 30334

Attention: Scheduling Section, _ ST L TR R S
FOR AGENCY USE [ 1, Agency Address =~~~ -~ “1- FoR RECORDS MANAGEMENT USE
Application Date Georgia Department, of Agrlculture; VAW"‘:&"D“ Number
8-9-77 .. | Consumer Field Forces ' N 7-3—5 75"' H :
Application Number - M. ]_L Klng Drive, S. W " [ 'Date Recaived . . Date Completed
178 Atlanta, GA - _. 3033{*, coe o RIS 10 1977 <f SEP - 6 1977
2. Person to Contact N .. Working Title _ o ,;‘ . Telephone Number
George Seaton _,!f;& A531stant Comm1591oner‘lk o 656 3627
3. Action Requested R T see et
8. [ Estanusn Retention Schedule; record wall mntmue ta accumu!ate '
b. -s0] Dispose of present accumulation: na further accumulation anticipated. E P
| ¢35 Amend Application No. 7_3'575 ... Check One: P Change;::0 Supercede; 11 Void P .o d
4. Dates of Series B, Records Series Title {followed by title used in office, i¥ different)
Earliest Latest
Oct. 7Z. Date CONSUMER PROTECTION INSPECTION DAILY REPORT FILES
6. Division and Office Function What is the furiction of the Division and the Office in which this record series is creatsd?

This Section administers the Georgia Food Act of 1956, providing for the
inspecting of all food handling firms facilities and food items offered for
sale. 1t receives app11cat10ns for the licensing of food processing plants,
wholesale food warehouses, and retail :food stores, issues license, if ap- ¢
Plicant is qualified, 1nspects food firms. fac;lltes,and its products for
compliance; suspends licenses for causes; collects samples of food items
offered for sale for laboratory analysis for quality and.quantity of the
product reviews food product labels for conformity to rules and regulations;
issues wihhold from sale order on food items suspected of being out of com-
pliance; and issues abatment orders for unsanitary conditions of flrms
fac111t1es L T L

n

7. Record Series Description This file contains the following documents finclude form numbers and tities, if any):
Attach samples of the file.

Documents relating to: the Consumer Protection Inspector's Daily Activities.

- Mdu Né Form C.P. No. 101, AG 71-020-093 (Consumer Protection Division
ily Report which identifies the inspector, his district and date; type

of work, travel and subsistence; and identifies firms inspected for the day.

1. - . . . 5y - e : - -
- - - vF . : e - - -
: . o LI ' W, T e .

Fileis arrangec: by diSfriéts thereunder alphébeticall by inspect ther ..
by month by date of reCelpt ‘ Y D3 P or, ereunder

8. Monthly Reference Rate  Daily How often are records referred to which are:
One 1o six manths oid __Da:L]gz_ “Seven to twelve months old Seldom; Thirteen to twenty-four months old —9--—-— I

twenty-five months and older__* 7 . G T ey o i
9. Annual Rate of Accumulgtion of Records _ . : [ i
Letter-size drawers ilegalsizedrawers - ;Shelves - - -Other {specify}
) i

AR-S0_71; Rev. 76 T town




YES { NO | 10. Questionnaire _ (Place an "*X" in the proper column) _ B :]
a. s this the official copy of the series? -
X If not, where is it?
% b Does the series contain confidentiai information requiring security handling? If yes, cite law or regulation.
X ¢. s this a vital record?
X d. Does this series have historical or long term research value?
. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X documn_tsg_@_e_@_!gmratelv? '
x f._lIsth in i r ? _{f ves. attach copy.
X 5 Is t the informatlon contained in this series ever analvzed and/or recorded in a summarized report?
if ves, attach copy,
h. is there a duplication of this series in your office, or in another office or agency?
X I ves, whera?
x 1._Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period years.
b. Statute of limitation —— years. ) e. Administrative need 7 years.
¢. Federal law _years. f. Federal retention instructions years.
Attach copy or excerpt of laws or regulations. Explain administrative need.
12. Aporaved Disposition Instructions This agency recommends that the file series be cut otf at thb end of each:
) B & Calendar Year O Flscal Year; EI Other i — then,
B Hold in the current files area ___month{g.i — L vear(s); then
O Transfer to local holding area, hold year(s); then
O Transfer to State Records Center; hold year{s); then
3 Destroy. :
O Transfer to State Archives for permanent retention.
O Qther {Specify)
These instructions apply to all prior and future accumulations of the series,
Head/Designee (nggature) Date Records Management Officer (Signature) Date
[; R /. Al
%'2 8-9-77 MG 8-9-77
Stata Records Compymittes rSigHamreJ Date

7. 299

Recommendations in para- ' {\ —
graph 12 are approved. State Auditor/Designes W
{If disapproved, attach letter 3

Secrezér?" tate/Designee @ Ml_ée M

of explanation.)

G-1-7 7

/ 5
Attorney General/Designee //‘//,m{_&;

7229 |

e -
AR-— 71; Rev. 786 {Ravarse Sida}
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STATE OFFICE OF SICAZTANY OF STATE
< - PAGE
oF Application for DEPANTAINT OF ARCEIVES & BISTOAY

cocs  RECORDS DISPOSITION STANDARD  yecosos messcrsne orvrson !

1 , tppifcetion Date IESTRLCTIONS: ° Ses separate imstructions for compietion sf i FOR RECORDS MANAGEMENT DIVISIOK USE .
Nov ember 26, 1973 front and reverss of this form. Sign original and two copies

2 .A;-ucy Applicaticn Wo.

Date Received Appiicmtion We. Date Completed

73-575 o -,

nd forvard to Departwent of Archives and Fistory ‘Attention: - T
. oV 27 1973

128 ecorda Mamagement Offices.

3 .Actl"T Diviatcen, Subdivision & Administering Office Address
Georgia Department of Agriculture :
Consumer Protection Division - Field Inspection Forces George Seaton
19 Hunter StIQEt' S. W. 5 Working Titie |, el e
Atlanta, Georgia 30334 Director 656-3627

7. ION REQUESTED .

AMEND STANDARD NO.- 454, DEC. 22,1972
ESTABLISH DISPOSTITIORN STANDART,; E] DISPUSEOF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

Person to Coptant
.

8 .Earliest & Latest |[9.Exact Series Title
Dates of Series

Oct. 1971 to Date _| -  CONSUMER PROTECTION INSPECTION DAILY REPORT FILES
1 0.

What is the function of the office in which this record series is created?

This Section administers the Georgia Food Act of 1956, providing for the inspecting of
all food handling firms facilities and food items offered for sale. It receives applicationgs
for the 11censzhg of food processing plants, wholesale food warehouses, and retail food
stores; issues license, if applicant is qualified; inspects food firms facilities and its
products for compliance; suspends licenses for causes; collects samples of food items .

: offered for sale for laboratory analysis for quality and quantity of the product; reviews
: food product lables for COnfofhlty to rules and regulations; issues withhold from sale

i order on food items suspected of being out of compliance; and issues abatment orders for
unsanitary conditions of firms faciiities.

1. This file contains the following documents (include form numbers and tltles, 1f any,
and file arrangement).

Documents relating to the Consumer Protection Inspector's Daily Activities.

. Includes only: Form C.P. No. 101, AG 71-020-093 (Consumér Protection Division Daily Report}
: which identifies the inspector, his district and date; type of work, txavel and -~
| subsistence;_apd identifies firms inspected for the day.

Files are arranged by districts, thereunder alphabetically by inspector, thereunder by
month by date of receipt.

ATTACH SAMPLES OF THE FILE

2 . ZQUIPMERT ACCHPIRL . Wo. of Dravers Cu. Ft. of Recorda Bo. of Drawmsre Cu. Ft. of Records
R ' . . < [ ABBUAL IlTl aF ACCUMULATION )
Letter-nlze File Drewers . - - ~c L - N
6 9 s = - \f> 4 s - . B

’ Ta pefice{al - " 1n Storage Aresalsn)

-Legal-uwite File Drawers . Fioor Space Occupled [Square Peet) -

- lh‘!, Last Precedingail Prlor
T e..;_ V‘Ielr‘a Tear's Jear®s Tearns' |

AVERAGE DAILY REFEREBTES
- - _ -

Torm: AW-50-T1
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QUESTIONNAIRE Place am “x" im the proper columa. If smaver 1s -"s'". please explain 7 Y7E5 ’ “"NO

13. Is this the Record Copy of the series? ' kK1 [}

1Lk. Is there & duplication of this series in another office or agency? L k1 11

District Offices, reference copy only.

15. Is the information contained in this series ever summanzed or pu‘bl:r.shed‘? [l k1
Attach copy .of summary or publication. _

16. Does the’ Serlés contain classified 1nfomat10n requlr:l.ng security ha.ndllng'? T K]

17. Does the series initiate, amend or terminate agency policies ahd procedures? 1 K]

18. Could the function be performed if the files were lost or destroyed? ] []

1. Is the series (or major portion of it} regularly microfilmed? If yes, why? ) .0x

20. Does the record series provide data as input to an EDP file? [1 [X

21. Does the record series contain documentation produced as EDP printout? - cx -] ) [ A

22. Has the Federal Government issued instructions governing the retention/dispo- .[ 1 [3X
sition of these files9

. . [

' 23 lell there be a. need for these records 10, 15 years from now‘? Ir yes what'? 11 14

REQUIRE!‘ENTS J The,T;fe}l_ogin‘g requiree _the f‘iles *Eo be kept 3. ‘;;\’:"yee.r's

a[JSTATE ' 'b.[JSTATUIE OF . c.[]AUDIT _ d.[]FEDERAL’ e XIADMINISTRATIVE . . []HISTORICAL
LAw “_f . LIMITATION " PERIQD =~ = LAW = DECISION ST VALUE i
T (Cite Law, Statute, or other reason for the retentwn requirement) .

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -EXFISCAL YEAR - [ JOTHER ! sthen:

[ ] Hold in the current files area month(s)/ year(s):
{ ] Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold year(s)
[ 1] Destroy. :

[ 1 Transfer to State Archlves for pemanent retent1on

[ ] Destroy immediately after cut-off. S o
——fok Other: (Specify) roo e o E T

Hold in current files area for 3 yedrs or until Federal Andit, whichever' is
first; then, destroy.

TaAT L i : -

(Indicate briefly rationale for recommendations above/or write additional remarks):

Remme"# off ?ce".(Stg’?“WL/ 3‘?_7 OTHER REQUIRED SIGNATURES DATE
26. Recommendations [Agency Head/Designee ' -

Approved Disapproved
a e Au—z,tor Designee

m ' State/Deszgnee ZS; . _
[ toahie gneml/gl:_zggzzvec' J ’4/2 ,ﬂ/l \ l{

in paragraph 25
are: z '

STATE RECORDS
COMMITTEE




